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This job aid provides step-by-step instructions on how to use Workday for common recruiting tasks, such as
creating job requisitions and reviewing candidates.

CREATING JOB REQUISITIONS
Initiate job requisitions subject to approval by signing into Workday:
From the Home page:

1. Search then select Create Job Requisition Task.

= MENU s (Q Create Job Requisition
SR,
= Create Job Requisition
= Create Requisition
Task
= Create Requisition Template
Task
Manage Job Requisitions - Indexed
El Report
1 1 H
Here's What's Happening Start Job Reguisition fonday, August 28, 2023
Task
= Move Job Requisition
s = Task
Awaiting Your Action ; \portant Dates
= View Job Requisition
Report
Additional Steps May Be Required ; Annlyersaw w
= Wandges VIEW MORE Miguel Martinez - 2 years

2. The Supervisory Organization field will be pre-populated with your name designhated as the Hiring
Manager.

Note: If you're submitting a requisition on behalf of a hiring manager, simply click the © 10 remove
your name and proceed by entering the correct hiring manager's name in the search field.

3. Select For Existing Position or For Multiple Existing Positions, followed by the desired position(s) from
the provided menu.

X
Create Job Requisition
Copy Details from Existing Requisition = ]
Supervisory Organization #| x Field Services Manager EO—
(Hector Arreguin)

() Create New Position

(C) For Existing Position = ‘

(O For Muttiple Existing Positions === Select this option if would like to post multiple position numbers.
Worker Type * | Employee v ‘
«»

Your screens and processes may vary from this document. 1
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Select Employee as the Worker Type.
Select OK.

Select the ¢ icon to complete the required (*) fields.

Recruiting Information

a. Reason: Select the Create Job Requisition>Recruiting category, then select the appropriate reason
for initiating the requisition.

Recruiting Details

Reason *

Search

¥ o

Create Job Reguisition » avalue

Administrative
Create Job Requisition > Recruiting > ‘

O

b. Recruiting Instruction: Choose whether to post the requisition internally, externally, or both.

c. Recruiting Start Date: Will be pre-populated with today’s date, requiring no further modifications.

d. Target Hiring Date: Identify the date on which the department plans to have the new employee start
their role.

e. Select Next.

Job, Skills, Qualifications, Organizations

Note: The information on the following pages Job, Skills, Qualifications, and Organizations will be
conveniently pre-populated, however you may need to complete the required (*) fields that did not
populate correctly. Please review and communicate any necessary modifications to the

Talent team. If all information is correct, please proceed to the Compensation page by selecting

the Next icon.

Your screens and processes may vary from this document. 2
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Create Job Requisition

a. Scroll down to the Hourly or Salary box and select the 7 icon to enter the hourly or salary wage
based on the provided range.

Hourly

Compensation Plan a v

Hourly Plan

Total Base Pay Range
16.50 - 20.50 - 24.50 USD Hourly

Amount *

| <

b. Selectthe ¥ icon to complete.

Note: Total Base Pay, Primary Compensation Basis, Guidelines, and Merit boxes will be pre-
populated. No further modifications should be required.

c. Select Next.
Assign Roles
a. Roles: Select Primary Recruiter.

b. Assigned To: Select Allowed Assignees, then select Recruiter (Supervisory)(Unconstrained).
Identify your department’s Talent Partner by checking the box next to their name.

Your screens and processes may vary from this document. 3
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Assign Roles
Search for Position > & v
Allowed Assignees « >
Job Profiles >
By Organization >
Search =
Add
Assign Roles
Qa v
& Allowed Assignees
Recruiter (Local) (Unconstrained)
Recruiter (Supervisory)
(Unconstrained)
Search
Add
Assign Roles
Role a ~
x Primary Recruiter =
Assigned To *
Search =
< Recruiter (Supervisory)
(Unconstrained)
\:I Civil Service Secretary / HR Generalist -
Iris Castille
\:I Recruiter - Cristal Castillo
[] Recruiter - Kara Lungren
Sr. Talent Acquisition Partner - Thomas
Brooker

c. Selectthe ¥ icon to complete.
d. Select Next.
Summary

a. Review, then select Submit.

Your screens and processes may vary from this document. 4
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Note: To revise a specific section, click on the

icon located within the section you intend to

edit. Alternatively, you can opt for a guided view by selecting the Guide Me button adjacent to

each section title.

[@] Important: Upon the requisition's approval, your designated Talent Partner will promptly receive a

Task Notification, prompting them to post the position.

LOCATING REQUISITIONS AND REVIEWING CANDIDATES

After your approved requisition has been published on the career site, you'll gain the ability to efficiently review

and manage candidates throughout the hiring process.

LOCATING REQUISITIONS

Let's enhance your user experience by incorporating open requisitions onto your home page, ensuring
convenient and swift access at your fingertips.

From the Home page:

1. Selectthe = Menu button at the top left of the page.

2. Select Add Apps located at the bottom of the menu.

3. Search My Open Job Requisitions and select the @ icon to add the app to your Menu.

¢ Back to Menu

Add Apps

Personalize your menu with useful Apps.

X

Q. My Open Job

®

& My Open Positions

E My Open Job Requisitions

C)

-

@] Important: Directors/Managers of the Hiring Managers will need to search My Recruiting Jobs -
Indexed to view open requisitions within your organization.

Your screens and processes may vary from this document. 5
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4. Select Back to Menu to return to the main menu.

Note: You'll notice that the app has been seamlessly added to your home page, conveniently
located within the Apps section for effortless access.

REVIEWING CANDIDATES

Efficiently navigate candidate review and dispositioning with Workday's intuitive tools. Seamlessly assess
applicant profiles, make informed decisions, and streamline the hiring process.

From the Home Page:

1. Access your requisition by selecting the My Open Job Requisitions application either through the Your
Top Apps tile on the homepage, or through the Menu.

2. Select the hyperlink of the Job Requisition you would like to review.

= MENU g Q Ssearch O@ é 8

& My Open Job Requisitions &

Job Requisition Primary Lacation Recruiter Supervisory Organization

Librarian (Open) ‘ @ Central Library Thomas Brooker Central Branch (Heather
Colesor)

JR100002 Librarian (Evergreen) | @ Carver Senior Center Thomas Brooker Central Branch (Heather
(Open) Coleson)

3. Access your candidates by selecting the Candidates tab, OR by selecting the Review Candidates button.

Librarian (Open) =a

Recruiting Start Date 08/21/2023- 3 days ago
Target Hire Date 08/21/2023- 3 days ago
Primary Location Central Library

Linked Evergreen Requisition JR100002 Librarian (Evergreen) (Open)

Review merviening Offered

Overview  Candidstes  Details  Organizations  Qualfications  Job Postings

(——— 2

4. The Review Candidate screen shows the candidates who have applied and what stage of the process
they are in. Scroll down and select the hyperlink of the candidate’s name you would like to review.

Your screens and processes may vary from this document. 6
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Al Active Candidates ) ( Awaiting Action )
L ctive Candidates ) ( Awaiting Action ) (

Extend My Search )

Step / Dispasition

Kyle  Drug Screening

In-Persan Intervien

Awalting
action, Awaiting Me

1

interview

Current
Date Agplied 10"
082172023

0821/2023

( Review | 082272023
(" Review | DEzz023
. -

Experience

Current

Company

Source

1

Background Check

Saved Filters | select one

Engibilty  Resume B=uf.
Endorsement
Comment
& eer Site-» City of & e S
ch Board - Garland Chamiser of Commerce.

Employment Offer

Personal Notes

Recruting History

Actrrty

Rerminders.

aR-do. 26

Awatting

Manager

Note: If your role involves using screening questions, you'll see a new tab called Questionnaire.
In this section, you can go over the candidates' answers. It's important to remember that Workday
will not automatically reject candidates based on their answers. The decision to proceed or
reject lies with the hiring manager.

[EloRg Rl = ]

Aetiviy (1)
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- Tip: While multiple avenues lead to the same information, for a user-friendly experience, we
M~ recommend utilizing the Summary tab ensuring effortless access to essential details on one
screen.

g Emald ;
leonmaster@yahon.cam Job Application Details
Job Recuisition  JR1B0002 Lisrarian (Evergreen) (Open)

[ Jobs Applied to

Locstion

Date Applied  08/23/2023 10.11.26 AM

.........

In Progeess 1 nem AE L6

ke Step Amaiting Me Amaiting

Screening

Emplayment Offer

7. You'll notice an activated popup bar that enables you to either advance your candidate or choose to decline
them.

g Emsil
ieonmaster@yahao corm Job Application Details

Job Requisition  JR10000Z Librarian (Evergreen) (Open)

/= Jobs Applied to

Review

An=am. =6

Step Awaiting Me Awaiting

[<]] Important: When a candidate is marked as declined, they will receive a courteous notification
stating their application for the position is no longer being considered.

Your screens and processes may vary from this document. 8
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8. Move Forward allows you to move candidates to the following stages and steps.

Stage: Screen

Recruiting: Overview for Hiring Managers

Step: Tier A (strongly recommended candidates)

Step: Tier B (recommended candidates)

Stage: Interview

Step: Phone Interview

Step: Video Interview

Step: In-Person Interview

Stage: Offer

Manager

<[| Important: You must actively advance your candidate through each stage to unlock the subsequent
stage for their progression.

~—- Tip: Another way to disposition candidates is from the Candidates tab on the requisition.

Librarian (Open) =

Check the box by the candidate’s name or check the box at the top of the grid for bulk

dispositioning, to activate the Move Forward or Decline options.

0B/2172023

A new pop-up box will show where you will choose the next Stage and Step for the selected
candidate(s).

Your screens and processes may vary from this document. 9
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Move Candidates Forward

Review

Move Selected Candidates o Next Stage

]

Ry

QUESTIONS?

Manager

If you have questions about Workday Recruitment, please email Talent@GarlandTX.gov. We're here to help!

Your screens and processes may vary from this document.
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